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Agency ' Division/Unit 
CITY OF ROCKVILLE DEPT. OF COMMUNITY SERVICES 

Item 
No Description Retention 

1. CORRESPONDENCE AND SUBJECT FILES 
This series includes memoranda, 
information about various community 
agencies and organizations, 
departmental program information, 
lists of contributors to charity-
drives, press releases and brochures 

ADMINISTRATION 

RETAIN ALL PROGRAM AND 
BUDGET FILES FOR FIVE 
YEARS THEN DESTROY. 
RETAIN ALL OTHER 
INFORMATION FOR TWO 
YEARS THEN DESTROY. 

Approved by Department, Agency, 
or Division Representative. 

Date 

Signatur^e^^ 

Type Name- osephine Roberts 

Title Director of Community Services 

Schedule Authorized by State 
Archivist. 

Date 5 1993 

DGS 550-1 (Rev. 10/92) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 
M-44 

Page 2 of 5 

Item 
No Description Retention 

CASE FILES (Access Restricted) 
This record series includes intake 
information, correspondence, records of 
legal activity and case disposition. 

CORRESPONDENCE AND SUBJECT FILES 
This series includes correspondence, 
workplans resulting from Human Rights 
Commission meetings, EEOC and fair 
housing information, caseload, 
quarterly and annual reports. 

HUMAN RIGHTS 

PERMANENT* 

RETAIN ALL PROGRAM FILES 
IN OFFICE FOR FIVE YEARS 
THEN DESTROY. RETAIN ALL 
OTHER FILES IN OFFICE FOR 
TWO YEARS THEN DESTROY. 

* Periodically transfer 
to Maryland State 
Archives. 

DGS 550-1A (Rev. 10/92) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
Schedule No. 

M-44 

(Continuation sheet) Page 3 of 5 

Item 
No Description Retention 

YOUTH SERVICES 

4. CLIENT RECORDS (access restricted) 
These records may include intake 
reports, correspondence and notes 
made by the counselor. 

RETAIN IN OFFICE 
FOR FIVE YEARS AFTER 
SERVICES TO THE INDIVIDUAL 
ARE NO LONGER NECESSARY 
THEN DESTROY BY SHREDDING. 
(Article 83C, 2-122, 
Annotated Code of 
Maryland) 

5. CORRESPONDENCE AND SUBJECT FILES 
This series may include correspondence, 
reports from other agencies, press 
releases, newsclippings, program 
planning information on Family Day, 
Student Government Days and other 
activities coordinated by Youth 
Services. 

• RETAIN PROGRAM AND BUDGET 
FILES IN OFFICE FOR FIVE 
YEARS THEN DESTROY. ALL 
OTHER FILES MAY BE 
RETAINED IN OFFICE FOR 
TWO YEARS THEN DESTROY. 

6. GRANT APPLICATIONS AND AGREEMENTS 
This series includes grant applications 
and agreements. 

RETAIN AGREEMENT WITH 
CORRESPONDING APPLICATION 
FOR THREE YEARS AFTER ALL 
AUDITS HAVE BEEN COMPLETED 
AND/OR ALL CONTRACTUAL 
OBLIGATIONS AND FINAL 
PAYMENTS HAVE BEEN 
COMPLETED AND DESTROY. 
IF AN AUDIT IS REQUIRED 
BUT HAS NOT BEEN 
PERFORMED, RETAIN FOR 
THREE YEARS AFTER THE 
THE FINAL DATE WHEN AN 
AUDIT MAY BE CONDUCTED 
THEN DESTROY. 

7. INTAKE FILES 
This series includes notes regarding 
the status of potential clients. 

RETAIN IN OFFICE FOR FIVE 
YEARS FROM THE DATE OF 
FINAL DOCUMENT IN CASE 
FOLDER THEN DESTROY BY 
SHREDDING. 

DGS 550-1A (Rev. 10/92) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
.(Continuation Sheet) 

Schedule No. 
M-44 

Page 4 Q f 5 

Item 
No Description Retention 

8. | STATISTICAL REPORTS 
This series includes monthly, quarterly 
and annual reports detailing the number 
of cases and the distribution of 
services. 

YOUTH SERVICES 

RETAIN ANNUAL REPORTS FOR 
FOUR YEARS THEN DESTROY. 
RETAIN MONTHLY AND 
QUARTERLY REPORTS UNTIL 
INFORMATION IS 
INCORPORATED INTO THE 
ANNUAL REPORT THEN 
DESTROY. 

DGS 550-1A (Rev. 10/92) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
Schedule No. 
„ M-44 • (Continuation Sheet) Page 5 of 5 

Item 
No Description Retention 

SPECIAL SERVICES 

9. CLIENT FILES (access restricted) 
These records may include intake 
reports, correspondence and 
notes made by the counselor. 

RETAIN IN OFFICE FOR 
THREE YEARS AFTER 
SERVICES TO THE 
INDIVIDUAL ARE NO 
LONGER NECESSARY THEN DESTROY BY 
SHREDDING. 

10. CONTRACT FILES 
This series includes contracts that the 
City has entered into with Montgomery 
County Public Schools and the Maryland 
State Department of Education, applications 
submitted by the City for participation in 
certain programs, vendor agreements, budget 
information, program descriptions and 
evaluations and reports on program 
participation. 

RETAIN IN OFFICE 
UNTIL ALL CONTRACTUAL 
OBLIGATIONS, FINAL 
•PAYMENTS AND AUDIT 
REQUIREMENTS ARE MET. 
THESE DOCUMENTS MAY BE 
RETAINED FOR 3 YEARS 
FOR BACKGROUND AND 
REFERENCE. DESTROY WHEN 
NO LONGER NEEDED. • 11. CORRESPONDENCE AND SUBJECT FILES 

This series includes correspondence, 
information on division programs 
including the Summer Youth Employment 
Program, VITA, the Summer Food Program 
and the Holiday Drive. 

RETAIN IN OFFICE FOR 
FIVE YEARS THEN 
DESTROY. 

12. GRANT FILES 
This file includes proposals submitted 
by the City to Montgomery County Goverment, 
the Community Development Block Grant program 
and the Governor's Substance Abuse and 
Prevention Program; copies of completed 
applications and letters of award and denial. 

RETAIN AGREEMENT WITH 
CORRESPONDING APPLICATION 
FOR THREE YEARS AFTER ALL 
AUDITS HAVE BEEN COMPLETED 
AND/OR ALL CONTRACTUAL 
OBLIGATIONS AND FINAL 
PAYMENTS HAVE BEEN 
COMPLETED THEN DESTROY. 
IF AN AUDIT IS REQUIRED 
BUT HAS NOT BEEN PERFORMED, 
RETAIN FOR THREE YEARS 
AFTER THE FINAL DATE WHEN 
AN AUDIT MAY BE CONDUCTED 
THEN DESTROY. 

13. RESOURCE FILES 
These records include resource and 
referral information. 

RETAIN UNTIL SUPERSEDED^ TH^ • 5 

DGS 550-1A (Rev. 10/92) 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
REVISES R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S R E T E N T I O N SCHEDULE 

m(DGS 380 -t ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7278 WATERLOO ROAD 
P.O. B O X 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
REVISES R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S R E T E N T I O N SCHEDULE 

m(DGS 380 -t ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7278 WATERLOO ROAD 
P.O. B O X 278 

JESSUP, MARYLAND 20794 P A C E 1 OF 13-

T 1 . DEPARTMENT/ACENCT 

! City of Rockville 
2. DIVISION 

Dept. of Community Services 
2. U N I T 

1 
Administration 1 

DEFINITION-RECORD SERIES-* 9 M O U * ° R *»LATSD RECORDS NORMALLY F I L I D AMD U S Z S AS A UNIT TOR | 
.fBTSTtSNCS AS SELL Aa X S T 3 N T 1 O N AMD DtSMSITICN ^!JSF'3SE3 1 

1 
] 4 . RECORD S E R I E S TITLE 

Correspondence and Subiect Files 
3 . EARLI E S T YEAR/LATEST YEAR 

1987 TO 1993 

«. RECORD S E R I E S DESCRIPTION j*" 1""' 1-'' B E B C J U B K T H E T W t S Or INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE T H E P U R P O S E OH FUNCTION OF THE S E R I E S ) 

The series contains memoranda, information on community agencies and organizations, 
departmental program information, press releases and brochures. 

7. RECORD S E R I E S FORMAT(S) 

• LETTER S I Z E • MICROFILM 

* LEGAL S I Z E Q CO M P U T E R TAPE 

• BOUND B O O K ° FLOPPY D I S K 

D A U D I O T A P E ° V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

8. RECORD S E R I E S SEQUENCE 

• A L P HABETICAL 

a NUMERICAL 

O CHRONOLOGICAL 

Q GEOGRAPHICAL 

• OTHER(SPECIFY) 

VOLUME 

7 
NUMBER 

• FILE DRAWER(S) 
• MICROFILM R E E L ( S ) 
D COMPUTER T A P E ( S ) 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S} 

1 O MICROFILM R E E L ( S ) 
RTjOBZir 0 COMPUTER T A P E ( S ) 

• O T W F W ( s p r r i F V ) 
lit FILE IS USED 

• DAILY D WEEKLY O M O N T H L Y 

1 2 • FILE BECOMES INACTIVE AFTER 

13. CURRENT L C C A T I C N ( S ) ( BLDG. , FLOOR, ROOM J 

Rockville City Hall, 3rd Floor 
Rockville MD 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
{•IF Y E S , S P E C 1 F Y A O E N C Y O R O F F I C E ) 
° Y E 3 • NO 

13. ACCESS RESTRICTIONS Q YES • NO 
{ I F Y E S , C I T E L A B ( S ) * R E G U L A T I O N S ) 

18. AUDIT REQUIREMENTS 

• N O N E D STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX S Y S T E M USED7 ( | F y e s . E X P L A I N 

B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES N O 

18. R E C O M M E N D E D RETENTION 

Retain all program and budget files for five 
years then destroy. Retain all other 
information for two years then destroy. 

la. NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management 

20. TELEPHONE NUMBER 

Clerk (301) 309-3314 

21. DATE 

January 20, 1993 

DCS 380-4 (REVISED 2/87) 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISES R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION S O E O U L S 

k(DGS 3S0 • 1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7273 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 2 0 7 9 4 

AGENCY RECORDS INVENTORY 

P A C E _2 0 F 1 3 -

I . D E P A R T M E N T / A G E N C Y 

Citv of Rockvllle 
2. DIVISION 

Dept. of Communitv Services 
3. U N I T 

Human Riqhts ; 
CEFINITICN-SSCCRD SERIES-* < 3 R O U J * 0 7 *2LAT2D SSCOHD3 NCrC*AL.:_Y F! LID AND USZS A3 A W I T TCR j 

.IHrTEaSNCr A3 TJEL-L. A3 SlT:NT!Ct( AMD D f a M S l T t C N •'.•JFUr: I 

4. SECCRD S E R I E S 71 TUT 

Case Files 
3. EARLIEST YEAR/LATEST YEAR 

1970 TO 1993 

«. RECORD S E R I E S DESCRIPTION |"* , ,*" , , 1-' ! R B I I C S I K TKK r f ? M O F IN F O R M A T I ON /DOCUMENTS / FORMS FOUND 
•IN THE SERIES. INCLUDE T H E P U R P O S E Ott FUNCTION OF THE SERIES J 

The series includes intake information, correspondence, records of legal activity and 
case disposition. . . «. 

• • 

7. RECORD S E R I E S FORMAT { 3 ] 

0 LETTER S I Z E • MICROFILM 

• LEGAL S I Z E • COMPUTER TAPE 

^ • BOUND BOOK • FLOPPY D I S K 

O A U D I O T A P E • VI D E O T A P S 

O O T H E R ( S P E C I F Y ) 

8. RECORD S E R I E S SEQUENCE 

0 ALPHABETICAL 

• NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

• O T H E R ( S P E C 1 F Y ) 

9. VOLUME 
4 — • FILE DRAWER(S] 

O MICROFILM REEL( S ) 
10 • COMPUTER T A P E ( S ) 

NUMBER , QYHER( SPEC I F Y J boxes 

10. ANNUAL ACCUMULATION 
d FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

NUMBER twnnjitii livx| a J 
O orvFPf <?prr! FY 1 

! 1 1 ' F1LE IS U S E D 
O D A I L Y • WEEKLY • MONTHLY 

1 2 • FILE B E C O M E S INACTIVE AFTER 

™ n r N M C « ™ ( S ) ° V E A R ( S ) 

1 13. CUR R E N T LOCATION) S ) ( BLDG. .FLOOR. ROOM ) 

(a) Rockville City Hall, 3rd Fl., Rockville MD 
[b) Montgomery Co. Archives, Rockville MD 

I 
14. IS R E C O R D S E R I E S DUPLICATED ELSEWHERET | 

tlF Y E S , S P E C I F Y A G E N C Y OR OFFICE) ] 
. 0 Y E 3 " N O 1 

13. A C C E S S RESTRICTIONS • Y E S !"! NO 
(IF Y I D, C I T E L A E ( S ) » RKQULAT1 ON ( S ) 

18. A U D I T R E Q U I R EMENTS 1 
1 
1 

• N O N E CI S T A T E • FEDERAL • INDEPENDENT | 

17. IS A N INDEX SYSTEM USED? (IF YES.EXPLAIN 
B R I E F L Y A N D DESCRIBE A N Y HAR D B A R E / S O F T W A R E ) 

O Y E S • N O 

18. R E C O M M E N D E D RETENTION 

Retain.permanently. Periodicially transfer 
to Maryland State Archives. 

^ 1 9 . NAME A N D T I T L E OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C 

2 0 . TELEPHONE NUMBER 

.erk (301) 309-3314 

21 . D A T E 

January 20, 1993 

DCS 3B0-4 (REVtSED 2/87] 



INSTRUCT IONS --TYPE O H P R I N T & 
SEPARATE FORM FOR EACH NEW OR 
REVISES RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

k(DGS 330 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS --TYPE O H P R I N T & 
SEPARATE FORM FOR EACH NEW OR 
REVISES RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

k(DGS 330 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 PAGE 3 OF 13 -

I . DEPARTMENT/AGENCY 

City of Rockville 
2. DIVISION 

Deot. of Communitv Services 
3. UNIT 
Human Rights 

DEF IN 1T 1 CN -RECORD r r j j E s . A OnOUP C F 7 1 3 L A T 3 D S I C C R C 3 N O R M A L L Y F! LID A X C U S Z C A 3 A U N I T rCB 
rm?TS?trcNca xa J Z L L A J S S T T N T I C N A N D aupc-jtricN ";ffpiiig5 

4. RECORD S E R I E S TITLE 

Correspondence and Subject Files 
E A R L I E S T YEAR /LATEST YEAR 

1971 TO 1993 

RECORD SERIES DESCRIPTION (SmIB:FI-'T B * » « « I S E THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE T H E P U R P O S E OR FUNCTION OF THE S E R I E S ] 

The series includes correspondence, workplans resulting from Human Rights Commission 
meetings, EEGC and fair housing information, caseload, quarterly and annual reports. 

7. RECORD SERIES FORMAT(3] 
• LETTER SIZE • MICROFILM 
• LEGAL SIZE • COMPUTER TAPE 
Q BOUND BOOK ° FLOPPY DISK 
0 AUDIO TAPE • VIDEO TAPS 
° OTHER( SPECIFY) 

RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPECIFY] 

VOLUME 

6 
NUMBER 

D FILE DRAWER(S) 
° MICROFILM REEL( S ] 
Q COMPUTER TAPE(S) 
B OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S} 

q 5 CI MICROFILM REEL( S ) 
RtSfSZjr 0 COMPUTER TAPE(S) 

ill FILE IS US E D 
° D A I L Y • WEEKLY O MONTHLY 

12. FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATICN(S) ( BLDG. .FLOOR.ROCM) 
Rockville City Hall, 3rd Floor 
Rockville MD 

M . IS RECOR D S E R I E S D U P L I C A T E D ELSEWHERE? 
(lF Y E S , S P E C I F Y A O f N C T O R OFFICs) 
O Y E 3 • NO 

15. A C C E S S RE S T R ICTIONS C Y E S • NO 
(IF YES, C I T E L A B ( s ) A REQULATI ON ( S ) 

18. A U D I T R EQUIREMENTS 

• NONE O ST A T E O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( |p YES.EXPLAIN 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

° YES NO 

18. R E C O M M E N D E D RETENTION 

Retain all program files in office for five 
years then destroy. Retain all other files 
in office for two years then destroy. 

NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C 

20. TELEPHONE NUMBER 

erk (301) 309-3314 

2 1 . D A T E 

January 20, 1993 

DCS 3D0-4 (REVISED 2/87) 



INSTRUCT 1QNS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
k(DGS 330 - I ] 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 273 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PACE 4 OF 13 . 

I . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 

Dept. of Community Services 
3. UNIT 

Youth Ssrvirps 
DEFINITION- :CCRD ^?IES- A C R O U P O F M U T S D R E C C R O S N O R M A L L Y F I L M A N D U S E : A 3 A UNIT rCS 

ngy^ETeswcs A 3 * S L L A 3 B I T T I N T ; O N A N D O U P O ^ I T I C N 

4. IS CORD S E R I E S TITLE 

Client Records 
3. EARLIEST YEAR /LATEST YEAR 

1QSR TO 1993 

8. RECORD SERIES DESCRIPTION ("R,KF1-"LR D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S 

The series includes intake reports, correspondence and notes made by the counselor. 

7. RECORD S E R I E S FORMAT(S) 

a LETTER S I Z E ° MICROFILM 

• LEGAL S I Z E • COMPUTER T A P E 

|Q BOUND B O O K ° FLOPPY D I S K 

0 A U D I O T A P E ° V I D E O TAPE 

O OTK£R( S P E C I F Y ) 

8. RECORD S E R I E S SEQUENCE 

• A L P HABETICAL 

• NUMERICAL 

D CHRONOLOGICAL 

a GEOGRAPHICAL 

• OTHER(SPECIFY) 

VOLUME 

4 
N U M B E R 

• FILE DRAWER(S) 
n MICROFILM REEL(S] 
D COMPUTER TAPE(S) 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
• MICROFILM REEL(S ) 

NbUrnt' Q COMPUTER TAPE(S) 
: O OTVFB(<;Prrl|rY| 

I 1 FILE IS USED 
• DAILY • WEEKLY 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATICN(S) (BLDG..FLOOR.ROOM] 
Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 
('IF Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• Y E 3 • NO 

IS. ACCESS RESTRICTIONS • YES O NO 
( I F Y E D , C I T E L A B ( s ) * R E O U L A T I O N ( S J 

IS. AUDIT REQUIREMENTS 

• NONE • STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R O B A R E Z S O F T W A R E 

0 YES • NO 

18. RECOMMENDED RETENTION 
Retain in office for five years after 
services to the individual are no 
longer necessary then destroy by shredding. 
(Article 83C, 2-122 Annotated Code of Md) 

[». NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management 

20. T E L E P HONE NUMBER 

Cterk (301) 309-3314 

2 1 . DATE 

January 20, 1993 

DCS 300-4 (REVISED 2 / 8 7 ) 



INSTRUCT IONS--TYPE OH PR I N T A 
SEPARATE FORM F O R EACH N E W O R 
REVISED R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION SCHEDULE 

k (DCS 3S0 - t ] 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7273 WATERLOO ROAD 
P.O. B O X 27S 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE OH PR I N T A 
SEPARATE FORM F O R EACH N E W O R 
REVISED R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION SCHEDULE 

k (DCS 3S0 - t ] 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7273 WATERLOO ROAD 
P.O. B O X 27S 

JESSUP, MARYLAND 20794 PA G E 5 OF 13 

1. DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 

Deot. of Communitv Services 
3. U N I T 

Youth Services 
DEFINITION-RECORD SERIES-* A " O U * °* * * L A T 3 D S I C 5 H D 3 N O R M A !_LY F J L S D A N D U S M A 3 A U N I T 

, 3ayrs ; tg? ics A 3 l e u , A 3 ^ S T ^ N T : c n A N D B I 3 F C S I T I C H p« ; r>poag;r 

RECORD S E R I E S TITLS 

Correspondence and Subject Files 
EARLIEST YEAR/LATEST YEAR 

1985 T O 1993 

«. RECORD S E R I E S DESCRIPTION ( M K l l t r X ^ r O E S C S I B S T H E T Y P E S O P " I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

The series includes correspondence, reports from other agencies, press releases, 
newsclippings, program planning information on special events. «. 

7. RECORD S E R I E S FORMAT(S) 

• LETTER S I Z E D MICROFILM 

Q LEGAL S I Z E Q COMPUT E R T A P E 

a BOUND B O O K ° FLOPPY D I S K 

• A U D I O T A P E • V I D E O TAPE 

• OTHER( S P E C I F Y ) 

8. RECORD S E R I E S SEQUENCE 

D ALPHABETICAL 

O NUMERICAL 

• CHRONOLOGICAL 

0 GEOGRAPHICAL 

D OTHER(SPECIFY) 

VOLUME 

2 
N U M B E R 

<3 FILE DRAWER(S ) 
• MICROFILM REEL( S ) • 
• COMPUTER T A P E ( S ) 
° OTHER(SPECIFY] 

10 ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
• MICROFILM R E E L ( S } 

RTJMBETT A COMPUTER T A P E ( S ) 

I 11 FILE IS USED 
• D A I L Y Q WEEKLY D MONTHLY 

12. FILE B E C O M E S INACTIVE AFTER 
^ M O N T H ( S ) O Y E A R ( S ) 

13. CURRENT L O C A T I C N ( S ) ( BLDG.,FLOOR,ROOM) 
Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECO R D S E R I E S D U P L I C A T E D ELSEWHERE7 
I I F Y E S , S P E C I F Y / . O E N C Y O F O F F I C E ) 
D Y E 3 • NO 

IS. A C C E S S RESTRICTIONS Q Y E S B NO 
( I F Y E S , C I T E L A B ( S ) a R E G U L A T I O N ! S ) 

18. A U D I T R E Q U I R E M E N T S 

• N O N E D S T A T E O FEDERAL • INDEPENDENT 

17. IS A N INDEX S Y S T E M USED7 ( | p YES.EXPLAIN 
B R I E F L Y A N D D E S C R I B E A N Y H A R O B A R E Z S O F T W A R E ) 

O Y E S NO 

18. R E C O M M E N D E D RETENTION 
Retain program and budget files for five year^ 
then destroy. All other files may be retained 
in office for two years then destroy. 

11 3 - NAME A N D T I T L E OF PREPARER 20 . TELEPHONE NUMBER 2 I . D A T E 
Carolyn Barnett-Jones 
Elections/Records Management C .erk (301) 309-3314 January 20, 1993 

DCS 330-4 (REVISED 2/87] 



1NSTRUCT IONS - - TYPE O R PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISED R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION SCHEDULE 

k (DGS 580-1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7275 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
1NSTRUCT IONS - - TYPE O R PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISED R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION SCHEDULE 

k (DGS 580-1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7275 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 20794 PAGE 6 OF 13 

1 . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 

Dect. of Communitv Services 
3. U N I T 

Youth Services 
CEF IN 1T I CN - R E C O R D r"} J E 5 _ A G R O U P O F XSLAT2D R1CSRD3 N O R M A L L Y F 1 L 1 S AND USZS A3 A U N I " 

Jiareaaes A 3 izu. A S ^ Z T T T N T T O N A N D B I S P C ^ I T I C N y^pqari 
1. JSCCRD SERIES TITLE 

Grant Applications and Agreements 
3. EARLIEST YEAR/LATEST YEAR 

1987 TO 1993 

*. RECORD S E R I E S DESCRIPTION J3"*1*1'1""' BESCS1BK TKK TYPES O F IN P O n i A T I ON / D O C U M E N T S / FORMS FOUND 
IN THE SERIES. INCLUDE T H E P U R P O S E OR FUNCTION OF THE SERIES J 

The series includes grant applications and agreements. v 

7. RECORD S E R I E S FORMAT(S ) 

• LETTER S I Z E • MICROFILM 

Q LEGAL S I Z E • COMPUTER TAPE 

C BOUND B O O K ° FLOPPY D I S K 

O A U D I O T A P E £ V I D E O TAPE 

a O T H E R ( S P E C I F Y ) 

8. RECORD S E R I E S S E Q U E N C E 

0 ALPHABETICAL 

• NUMERICAL 

• CHRONOLOGICAL 

• GEOGRAPHICAL 

Q OTHER(SPECIFY) 

VOLUME 

1 
NUMBER 

• F I L E DRAWER(S) 
a MICROFILM R E E L ( S ) 
• COMPUTER T A P E ( S ) 
D OTHER (SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S} 
D MICROFILM REEL( S ) 

KTJMTOR" A COMPUTER T A P E ( S ) 
: O nfrvFBC^pcrirv] 

l U FILE IS U S E D 
O D A I L Y 0 WEEKLY • MONTHLY 

12. FILE B E C O M E S INACTIVE AFTER 

mxmnrrr ° M C ^ T H ( S ' " 
13. CU R R E N T L O C A T I C N ( S ) ( ELDG ., FLOOR, ROOM) 

Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 
tlF Y E S , S P E C I F Y A O E K C Y OR OFFICE ) 

. • YE3 • NO 

13. ACCESS RESTRICTIONS O YES • NO 
(IF Y E S , C I T E LAl(a) A R E O U L A T I ON ( S ) 

18. AUDIT REQUIREMENTS 

E N O N E • STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX S Y S T E M USED? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

Q Y E S N O 

18. R E C O M M E N D E D R E T E N T I O N - Retain agreement 
with corresponding application for 3 yrs. after 
all audits have been completed and/or all con
tractual obligations and final payments have 
been made. If an audit is required but has not| 
been performed, retain for 3 yrs. after the 
date when an audit should have been conducted 

3. NAME A N D T I T L E OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C 

20. TELEPHONE NUMBER 

erk (301) 309-3314 

21. D A T E 

January 20, 1993 
DCS 350-4 (REVISED 2/87] 



INSTRUCT --TYPE O R PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

| (DGS SSO -1 } 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCT --TYPE O R PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

| (DGS SSO -1 } 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE __7 OF 13 

I . DEPARTMENT/AGENCY 
Citv of Rockville 

2. DIVISION 
Dept. of Communitv Services 

3. UNIT 

CEFIN 1T1CN - R E C O R D SERIES-* A R O U 5 > a* **LAT3D S I C O H D 3 N O R M A L L Y F I L M AMD USIO A3 A UNIT rOB 
• na:":?gr«ca Aa i g u , Aa ^ S T S N T I O M A M P S I S P C ^ I T I C N r'^mncn 

1. RECORD S E R I E S TITLZ 

Intake Files 
3. EARLIEST YEAR/LATEST YEAR 

1985 TO 1993 
«. RECORD SERIES DESCRIPTION [a*iK*t'r D E S C R I B E T W TYPES O F INFORMATI O N / D O C U M E N T S / F O R M S FOUND 

•IN THE SERIES. INCLUDS THE P U R P O S E OR FUNCTION OF THE S E R I E S ) 

This series contains notes taken by counselors regarding the status of potential clients. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE O MICROFILM 
• LEGAL SIZE ° COMPUTER TAPE 
Q BOUND BOOK • FLOPPY DISK 
• AUDIO TAPE Q VIDEO TAPS 
D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
Q NUMERICAL 
• CHRONOLOGICAL 
° GEOGRAPHICAL 
0 OTHER(SPECIFY) 

VOLUME 
• FILE DRAWER(S) 
° MICROFILM REEL(S) 

1 G COMPUTER TAPE(S) 
"V""** a OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S} 
H MICROFILM R E E L ( S ) 

KTJSBETT D COMPUTER T A P E ( S ) 
: • prvFP(qpcrirv; 

III FILE IS U S E D 
° D A I L Y • WEEKLY D MONTHLY 

12. FILE B E C O M E S INACTIVE AFTER 

13. CURRENT LOCATICN(S) ( BLDG . , FLOOR, ROOM) 
Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECORD S E R I E S D U P L I C A T E D ELSEWHERET 
tlF Y E S , S P E C I F Y A G E N C Y OR OFFICE) 

. O Y E 3 • NO 

IS. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IF YES, C I T E L A E ( s ) 4 REGULATI ON ( 8 ) 

18. A U D I T R E Q U I R E M E N T S 

D N O N E • S T A T E O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( | p YES.EXPLAIN 
B R I E F L Y A N D DESCRIBE A N Y HARDWARE/ SOFTWARE ) 

Q YES NO 

18. RECOMMENDED RETENTION 
Retain in office for five years from the date 
of final document in case folder, then 
destroy by shredding. 

•18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
Carolyn Barnett-Jones 
Elections/Records Management C.erk (301) 309-3314 

2 I. D A T E 

January 20, 1993 

DGS 3B0-4 (REVISED 2/87} 



I N S T R U C T I Q M S - - T Y P E OR PR 1 N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

|(DGS 380 -I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
I N S T R U C T I Q M S - - T Y P E OR PR 1 N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

|(DGS 380 -I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE a OF 13 

I . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 

Dept. of Communitv Services 
3. UNIT 
Ynnt-Vi S P T - v i r P S 

CEF IN I T I C N - RECORD SERIES-* M O V * °'* S S 1 - * T S D S I C O H D 3 N O R M A L L Y W! L I D AND U S I D A S A U N I T TOR 

a a F S T t S N C S A3 3 t gLL A S ttSTTSNTICN AND O 1 3 P O g | T T CH F W r O a g S 

1 A. RECORD S E R I E S TITLE 
I 
' Statistical Reports 

EARLIEST YEAR/LATEST YEAR 
1987 TO 1993 

«. RECORD SERIES DESCRIPTION j " " * - - r BES_lt__ T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

The series includes monthly, quarterly and annual reports detailing the number of 
cases and .the distribution of services. 

7. RECORD SERIES FORMAT(S ] 
• LETTER SIZE • MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 
• BOUND BOOK ° FLOPPY DISK 
Q AUDIO TAPE O VIDEO TAPE 
Q OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPECIFY) 

VOLUME 
• FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 n COMPUTER TAPE(S) 
HW""* a OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
Q FILE DRAWER(S} 
Q MICROFILM REEL( S ) 

NuUkcTt ° COMPUTER TAPE(S) . 
: O QTHFP(?;prrlFY; 

III FILE IS USED 
0 DAILY Q WEEKLY • MONTHLY 

1 2 * FILE B E C O M E S INACTIVE AFTER 
° M C N T H ( S ) a Y E A R ( S ) 

H U M B B R 

13. CURRENT LOCATICN(S) (BLDG..FLOOR,ROOM) 
Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
frlF Y E S , S P E C I F Y / . O K K C Y O R O F F I C E ) 
• YE3 O NO 

13. A C C E S S RESTRICTIONS • Y E S • NO 
( I F Y E B , C I T E L A E ( S ) » R E O U L A T 1 ON ( S ) 

18. A U D I T REQUIREMENTS 

• N O N E O S T A T E CI FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I fr Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E J 

0 YES • NO 

18. RECOMMENDED RETENTION 
Retain annual reports for four years then 
destroy. Retain monthly and quarterly 
reports until information is incorporated 
into the annual report then destroy. 

19. NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C 

20. TELEPHONE NUMBER 

erk (301) 309-3314 

2 I . DATE 

January 20, 1993 

DCS 380-4 (REVISED 2/87) 



IHSTRUCT IONS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
k(DGS SSO • I } 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 273 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 9 OF I 3 

1 . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 
DeDt. of Community Services 

3. UNIT 
Special Services 

CE~IN IT 1 ON - RECORD rrjJES. A GROUP OF M H T 3 D R E C O R D S N O R M A L L Y FI LIS A M D USIC A3 A UNIT rCS 
.'Sgrg^grfCS A3 i g U . A 3 UttTSNTlON A M D 0 13PC«UT1CN F W P l a g S 

; 4. RECORD S E R I E S TITLE 

' Client Files 
EARLIEST YEAR /LATEST YEAR 

1989 TO 1993 

«. RECORD SERIES DESCRIPTION { " n , , C r i - T O E B C R I B E T H E TYPES O F INFORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE T H E P U R P O S E OR FUNCTION OF THE S E R T E S ) 

These records include intake reports, correspondence and notes made by the counselor. 

7. RECORD SERIES FORMAT(S] 
• LETTER SIZE • MICROFILM 
0 LEGAL SIZE Q COMPUTER TAPE 
|Q BOUND BOOK ° FLOPPY DISK 
• AUDIO TAPE a VIDEO TAPS 
• OTHER( SPECIFY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
D NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
0 OTHER( SPECI FY} 

VOLUME 

3.0 
NUMBER 

° FILE DRAWER(S) 
D MICROFILM REEL(S) 
° COMPUTER TAPE(S) 
• OTHER ( SPEC 1 FY) 

cubic feet 
10 ANNUAL ACCUMULATION 

° FILE DRAWER(S) 
n MICROFILM REEL( S ] 

R G M B E T T d COMPUTER TAPE(S) 
• OTVPB(<;pcriFY] cubic 

III FILE IS USED 
. • D A I L Y • WEEKLY ° MONTHLY 

12. FILE B E C O M E S INACTIVE AFTER 

13. CURRENT LOCATICN(S) ( BLDG..FLOOR,ROOM) 
Bouic House at Rockville City Hall 
Rockville MD 

13. ACCESS RESTRICTIONS 9 Y E S C NO 
(IF YEB, CITE L A B ( s ) A REGULAT1ON(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 
tlF Y E S , S P E C I F Y A G E N C Y OR OFFICE) 
O YE3 • NO 

18. AUDIT REQUIREMENTS 

• NONE • STATE • FEDERAL O INDEPENDENT 

17. IS A N INDEX SYSTEM USED7 ( | p Y E S • KXPLAIN 
B R I E F L Y A N D DESCRIBE A N Y H A R D W A R E / S O F T W A R E ) 

O Y E S NO 

18. RECOMMENDED RETENTION 
Retain in office for three years after 
services to the individual are no longer 
necessary then destroy by shredding. 

I s - NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
Carolyn Barnett-Jones 
Elections/Records Management C .erk (301) 309-3314 

2 I . DATE 

January 20, 1993 

DCS 380-4 (REVISED 2/87] 



INSTRUCTIONS--TYPE OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 

ktflTH RECORDS RETENTION SCHEDULE 
"{DCS 38 0 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 

ktflTH RECORDS RETENTION SCHEDULE 
"{DCS 38 0 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 1 0 OF 13 

1 . DEPARTMENT/AC£NCY 
City of Rockville 

2. DIVISION 
Dept. of Community Services 

3 . UNIT 
Special Services 

DEFINITION-RECORD SERIES-* < 3' , C U' 0fr B RECORDS N O R M A L L Y F 1 L S O AND U S E D AS A U N I 
. a - t p g w — N c a Ag J E L L A S R E T — ; N T I O N A N O P I S P - O S I T I O N p u n f j g g s 

RECORD SERIES TITLE 

Contract Files 
3 . EARLIEST YEAR/LATEST YEAR 

1985 T O 1992 

RECORD SERIES DESCRIPTION { "*' K n " V B M a " " THK TYPES OF* IN F O R M A T I ON / D O C U M E N T S / FORMS FOUND 
•IN THE SERIES. INCLUDE T H E P U R P O S E OR FUNCTION OF THE SEPTtES) 

This series includes contracts that the City has entered into with Montgomery County 
Public Schools, and the Maryland State Department of Education, applications submitted 
by the City for participation in certain programs, vendor agreements, budget information, 
program descriptions and evaluations and reports on program participation. 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE • MICROFILM 
•Et LEGAL SIZE O COMPUTER TAPE 
C BOUND BOOK ° FLOPPY DISK 
° AUDIO TAPE B VIDEO TAPE 
Q OTHER(SPECIFY} 

8. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
O NL*_RICAL 
8 CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPECI FY) 

VOLUME 

1 
N U M B E R 

•FILE DRAWER(S) 
O MICROFILM REEL(S) 
a COMPUTER TAPE(S) 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
O MICROFILM REEL(S) 

RTJHBETT a COMPUTER TAPE(S) 
• O OTMFR(c;PCrlFY) 

III. FILE IS USED 
° DAILY 0 WEEKLY • MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
______ •MCNTH(S) OYEARtS) 

1 3 . CURRENT LCCATICN(S) (BLDG. .FLOOR,ROOM) 
Rockville City Hall, 3rd Floor 
Rockville MD 

14. IS RECORD S E R I E S D U P L I C A T E D ELSEWHERE7 
I IF Y E S , S P E C I F Y /.OEKCY OR OFFICE ) 
• Y E S 8 NO 

1 3 . ACCESS RESTRICTIONS O YES B N O 
(IF Y E S , C I T E L A * ( s ) 4 REC2ULAT I ON ( S ] 

18. AUDIT REQUIREMENTS 

• NONE n STATE . 0 FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I F Y E S . E X P L A I N 

B R I E F L Y A N D D E S C R I B E A N Y HARDWARE/SOFTWARE ) 

a YES NO 

18. RECOMMENDED RETENTION 
Retain in office until all contractual 
obligations, final payments and audit 
requirements are met. These documents may 
be retained for 3 years for background and 
reference. Destroy when no longer needed. 

1 9 . NAME AND TITLE O F PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C. 

20. TELEPHONE NUMBER 

erk (301) 309-3314 

2 I . DATE 

January 20, 1993 

DCS 380-4 (REVISED 2/87} 



INSTRUCT IONS--TYPE QH PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISES RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

K D G S 390-t J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 27S 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE QH PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISES RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

K D G S 390-t J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 27S 

JESSUP, MARYLAND 20794 PACE 11 OF 13 _ 
W 
1 . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 
Deot. of Communitv Services 

3. UNIT 

R p p m a l q p r v i r e c 

CEF IN IT1 ON - RECORD r^jES.* G R O U P OF HELATSD M C 8 H D S N O R M A L L Y FI LSD AND USZC AS A UN I T rOR 
^g ? S a g N C S AS ^fgLL A3 XETSNTTON AND D 1 3PCg ITT CH fjnrlaE3 

| i. RECORD S E R I E S TITLE 
1 Correspondence and Subject Files 

EARLIEST YEAR/LATEST YEAR 
1989 TO 1993 

8. RECORD SERIES DESCRIPTION { B R I E F L Y D E S C R I B E 
-IN THE SERIES. 

T U T . T Y P E S O F " I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S J 

The series includes correspondence and information on division programs. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE ° MICROFILM 
• LEGAL SIZE O COMPUTER TAPE 
|0 BOUND BOOK ° FLOPPY DISK 
Q AUDIO TAPE Q VIDEO TAPE 
O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
0 GEOGRAPHICAL 
D OTHER(SPECI FY) 

9. VOLUME 

12 
N U M B E R 

• FILE DRAWER(S) 
° MICROFILM REEL( S ] 
D COMPUTER TAPE(S) 
D OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 

3 a MICROFILM REEL(S] 
RTJMBEIT a COMPUTER TAPE(S) 

• • OTVFB(qpcrlFY] 
I t FILE IS USED 

° D A I L Y • WEEKLY < » MONTHLY 
12. FILE B E C O M E S INACTIVE AFTER 

mTBTJElT n M C " ™ < 3 ) P YEAR( S ) 
13. CURRENT LOCATICN(S) ( BLDG ., FLOOR . ROOM J 
Rockville City Hall, 3rd Floor 
Rockville MD 

14. IS REC O R D S E R I E S D U P L I C A T E D ELSEWHERET 
(|F Y E S , S P E C I F Y A G E N C Y OR OFFICE) 
n Y E S • NO 

13. A C C E S S RESTRICTIONS 0 Y E S • NO 
(IF Y E S , C I T E LAlllj 4 R E G U L A T I O N ( S ) 

18. A U D I T R E Q U I R E M E N T S 

* N O N E D STAT E • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED7 ( | p Y E S . E X P L A I N 

B R I E F L Y A K D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O YES • NO 

18. RECOMMENDED RETENTION 

Retain in office for five years then destroy. 

19. NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management C 

20. TELEPHONE NUMBER 

erk (301) 309-3314' 

21. D A T E 

DCS 330-4 (REVISED 2/87) 

January 20, 1993 



IHSTRUCT 1 QMS - - T Y P E OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
JflTH RECORDS RETENTION SCHEDULE 
I D G S 3 9 0 - 1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

P A C E 12 OF 13 

I . DEPARTMENT/AGENCY 

City of Rockville 
2. DIVISION 

Dept. of Community Service 
3. UNIT 

Special Services 
CEF IN IT1CN-RECORD SERIES-* a t , O U P O F 5"LATSD R E C O R D S NORMALLY FILXO AND USZD AS A UNIT FOR 

RgFg?—NCa AS JELL A3 RET-CNT 1 ON AND DI3PQ3ITION !»UR|-03t-3 
4 . RECORD SERIES TITLE 

Grant Files 
3. EARLIEST YEAR/LATEST YEAR 

1984 TO 1990 

«. RECORD SERIES DESCRIPTION {•R I~ r-T B E S C R I B E THE TYPES OW INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE T H E P U R P O S E O R FUNCTION OF T H E S E R I E S ) 

This file includes proposals submitted by the City to Montgomery County Government, 
the Community Development Block Grant'program and the Governor's Substance Abuse *and' 
Prevention Program; copies of completed applications and letters of award and denial. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE • MICROFILM 
O LEGAL SIZE Q COMPUTER TAPE 
}• BOUND BOOK ° FLOPPY DISK 
• AUDIO TAPE a VIDEO TAPE 
• OTHER(SPEC1FY) 

8. RECORD SERIES SEQUENCE 
a ALPHABETICAL 
O NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
° OTHER(SPECIFY} 

VOLUME 

NUMBER 

a FILE DRAWER(S) 
O MICROFILM REEL(S] 

_ Q COMPUTER TAPE(S) 
» OTHER(SPECIFY) 
Binders 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S} 
Q MICROFILM REEL(S) 

NUUfteTt 0 COMPUTER TAPE(S) 
: 83 ffrvFPlqpFrlFVl 

I 11 FILE IS USED 
° DAILY D WEEKLY • MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
________ • MCNTH(S) • YEAR(S] 
N U M B E R 

13. CURRENT LOCATICN(S) (BLDG..FLOOR.ROOM) 
Rockville City Hall, 3rd Floor 
Rockville MD 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 
• YE3 O NO 

15. ACCESS RESTRICTIONS • YES • NO 
(IF Y E S , CITE L A w ( i ) 4 REOULATION(S) 

18. AUDIT REQUIREMENTS 

G NONE O STATE Q FEDERAL • INDEPENDENT 

17 , IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES NO 

18. RECOMMENDED RETENTION 
Retain agreement with corresponding application 
for three years after all audits have been 
completed and/or all contractual obligations 
and final payments have been completed and 
destroy. If an audit is required but has not 
been performed, retain for three years after 
final date when, audit may hp cnndnrted then— 

2 0 . TELEPHONE '9. NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Elections/Records Management cierk (301) 309-3314 

N I - M B I R ^ - 2 1 . DATE 

January 20, 1993 

DCS 350-4 (REVISED 2 / 8 7 ) 



INSTRUCTIONS- -TYPE OR PRINT A 
SEPARATE FORM FOR EA C H N E W O R 
REVISED R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION S C H E D U L E 
(DGS 350 - 1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7273 WATERLOO ROAD 
P.O. BOX 279 

JESSUP, MARYLAND 207 94 

AGENCY RECORDS INVENTORY 

PAGE .13 O F 13_ 

I . DEPARTMENT/AGENCY 

Citv of Rockville 
2. DIVISION 

Dept. of Community Services 
3. U N I T 

Special Services 
CEF IN IT 1CN-RECORD SERIES-* FL"OU* C F **LAT3D SKCflHOB N O R M A L L Y F I U D AND USED A3 A UNIT FOR 

BE F S a g N C S A3 *gLL A3 XETSNTICN AND DI3PQ3I71CN PUnPOSgH •_ 

i. RECORD S E R I E S T1TI 

Resource Files 
3. E A R L I E S T YEAR/LATEST YEAS 

1989 TO 1993 

9. RECORD SERIES DESCRIPTION {*,,,*:F1-Y B E S C J M B E TKK TYPES O f INFORUATION/DOCUMCNT3/FORMS FOUND 
•IN THE SERIES. INCLUDE T H E PURPO S E O * FUNCTION OF THE S E R E S ] 

These records include resource and referral information. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE ° MICROFILM 
• LEGAL SIZE Q COMPUTER TAPE 
I CI BOUND BOOK ° FLOPPY DISK 
Q AUDIO TAPE • VIDEO TAPS 
D OTK£R(SPECIFY] 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
Q OTHER(SPECIFY] 

VOLUME 

5 
NUMBER 

• FILE DRAWER(S] 
D MICROFILM R E E L ( S ) 
D COMPUTER T A P E ( S ) 
a OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S] 

1 O MICROFILM REEL(S} 
RTjarar ° COMPUTER TAPE (s) 

• • nrvFB(t;PFriFY] 
1 1 1 . FILE IS USED 

° DAILY • WEEKLY D MONTHLY 

1 2 * FILE BECOMES INACTIVE A F T E R 

m m m r ° " » " • " ( ° V E A R ( S ) 

13. CURRENT L O C A T I C N ( S ) ( B L D C .. FLOOR, ROOM} 

Bouic House at Rockville City Hall 
Rockville MD 

14. IS RECORD S E R I E S D U P L I C A T E D ELSEWHERE7 
tlF Y E S , S P E C I F Y A G E N C Y OR OFFI C E ) 

. • Y E 3 • NO 

13. ACCESS RESTRICTIONS • Y E S O NO 
I IF YES, CITE L A « ( s ) 4 RE G U L A T I O N ( S ) 

18. A U D I T REQUIREMENTS 

Q N O N E O STATE Q FEDERAL 0 INDEPENDENT 

17. IS AN INDEX S Y S T E M USED7 ( |p Y U . E > 7 L A I N 
B R I E F L Y A N D DES C R I B E A N Y HA R D W A R E / S O F T W A R E } 

Q Y E S 

IS. RECOMMENDED RETENTION 

Retain until superseded. 
N O 

19. NAME A N D T I T L E OF PREPARER 20. TELEPHONE NUMBER 
Carolyn Barnett-Jones 
Elections/Records Management C .erk (301) 309-3314 

2 I . D A T E 

January 20, 1993 

DCS 380-4 (REVISED 2/87) 


